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Agency 
Morgan State University 

Division/Unit 
Finance and Management / PPC Commodities 

Item 
No. 

Description Retention 

l . 

3. 

Records Management: 

This series contains commodes correspondence of letters, reports, e-mail and 
return shipments. Routine documents' size is 8.5" x 11" stored in central records 
storage at the University's Washington Service Center. 

Purchasing: 

This series includes forms such as requisitions, invoices, BB4's, MSU 
contracts, requests from customers, and purchase orders (that are forwarded to 
various vendors). Copies of vendor information, small contracts for services 
or purchases, requests retained by procurement staff are stored in central 
record storage boxes Size 8"x 11" at the Washington Service Center. 

Solicitations 

This series includes solicitations $25 ,000 .00 or greater that are placed on 
eMaryland Market Place are stored in record storage boxes sixe 8 " x l l " 
at the Washington Service Center once the contract period has ended. 
Documentation such as the Request for Proposal, Notice o f Award, 
Not ice Not to Award, emails, letters, addendums, eMaryland Market 
Place publication o f the solicitation, change orders, award notice, bid 
evaluations are included in the bid folder. 

Retain ten years (10 Yrs) if no audit 
findings; if there are audit findings, 
retain until resolved, then destroy 
documents. 

Retain ten years (10 Yrs) if no audit 
findings; if there are audit findings, 
retain until resolved, then destroy 
documents. 

Retain ten years (10 Yrs) if no audit 
findings; if there arc audit findings, 
retain until resolved, then destroy 
documents. 

This series includes Request for Quotes and small procurements 
($5,000.00 - $24,999.00) that are maintained with supporting 
documentation such as the Quotes/bids submitted by the various vendors 
with their pricing, award notice, and not to award notice, emails and any 
other correspondence. Documentation is also stored in record storage 
boxes sixe 8"xl 1" at the Washington Service Center. 

Schedule Approved by Department, Agency, 
or Division Representative. 
D a t e 

Signature 

itaker Typed Name Lois' 

Title Commodes Manager 

Schedule Authorized by State Archivist 

Date 

Signature 
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Agency D 
Morgan State University Finance and Managerr 

ivision/Unit 
lent / PPC Commodities 

Item 
No. 

Description Retention 

If the University Records Center at Morgan State University has not 
the storage space available, materials having permanent retention 
will be transferred to the Maryland State Archives in Annapolis. 
Departments Records Managers that no longer desire to keep non-
permanent records that exceed two years in their areas shall forward 
them to the University's Record Center for remaining of the record 
retention life. The University Records Center shall forward records 
to the State Division Records Retention Center, Jessup, Maryland 
when its space is exhausted. 

If litigation, claims, 
complaints, or audits are 
started before a retention 
period ends, all related 
records must be retained until 
final action is taken. 

DGS 550-1A 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 3_ 

1. Department/Agency 

Morgan State University 
2. Division 

Finance and Management 
3. Unit 

Procurement / Commodities 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record series Title: Records Management 5. Earliest Year/Latest Year 

2000 to 2010 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

The purpose of this series is to record reference subjects' management, departments, discussion minutes, contacts and other pertinent 

supporting materials in providing commodities and services. The type documents are: forms, reports, letters, inventory, copy of State 

wide records submitted to various sources and general purpose ledgers. 

7. Record Series Format(s) List all 

EHeHer Size Q Microfilm 

i l l e g a l Size 0 Computer Tape 

D Audio Tape D Floppy Disk 

D Bound Book Q Video Tape 

D Other fsDeciM 

8. Record Series Sequence 

/^^Alphabetical 

Q Numerical 

StS*Chronological 

0 Geographical 

D Other (sDeclfvl 

9. Volume - -

j& rile Drawer(s) 

D Microfilm Reel{s) 

^ } D Computer Taoe(s) 

Number 
tl n t h A r ( R p n n l f y ) 

7. Record Series Format(s) List all 

EHeHer Size Q Microfilm 

i l l e g a l Size 0 Computer Tape 

D Audio Tape D Floppy Disk 

D Bound Book Q Video Tape 

D Other fsDeciM 

8. Record Series Sequence 

/^^Alphabetical 

Q Numerical 

StS*Chronological 

0 Geographical 

D Other (sDeclfvl 

10. Annual Accumulation 

Jx^lte Drawer(s) 

D Microfilm Reel(s) 

O • Computer Tape(s) 

Number 
D Other (specify) 

11. File Is Used 

/J/D*aily 0 Weekly D Monthly Q Annually 

12. File Becomes Inactive After 

0 Month(s) tf^earts) 

Number 

13. Current Locations) (Btdg., Floor, Room) 

On, Campus, Washington Service Center, Rm. 101 and 2 n d Fl. 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes fl/No 

15. Access Restrictions (If Yes, cite Law(s) & Reguiation(s) 

D Yes pdo 

16. Audit Requirements 

D None £/^tate 0 Federal D Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

D Yes P^Ho' 

1 f 

18. Recommended Retention 

Ten (10) Years 

19. Name and Title of Preparer \/_^/ , / > \ / j^f 

LoisWhitaker f""X«-~ I r ^ 1 ^ ^ 
20. Telephone Number 

443-885-3966 

2 1 . Date _ 

.4 . . „ , . 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 2 OF 3_ 

1. Department/Agency 

Morgan State University 
2. Division 

Finance and Management 
3. Unit 

Procurement / Commodities 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title: Purchasing 5. Earliest Year/Latest Year 

2000 to 2010 

6. Record Series Description (Briefly describe the types of information/documents/forms found in thB series. Include the purpose or function of the series.) 

The purpose of this series is to have hard copies of agreements between requestors and the Procurement Department for the 

authorized business transacted that cannot be fully conducted electronically. The type documents of the series are: Purchase Orders, 

Service Contracts, Bids, Registers, Accounts, Reports (Federal, State and University) and Legal correspondence. 
7. Record Series Format(s) List all 

^Ketter Size 0 Microfilm 

^ e g a l Size D Computer Tape 

0 Audio Tape 0 Floppy Disk 

0 Bound Book D Video Tape 

fl OthRr ispnr.lfy) 

8. Record Series Sequence 

fl/'Alphabetlcal 

0 Numerical 

(LXChronologlcal 

0 Geographical 

fl Other fSDf tClM 

9. Volume 

fJ/Tile Drawees) 

0 Microfilm Reel(s) 

D Computer TaDefs) 
Number 

fl O thor {Rponify^ 

7. Record Series Format(s) List all 

^Ketter Size 0 Microfilm 

^ e g a l Size D Computer Tape 

0 Audio Tape 0 Floppy Disk 

0 Bound Book D Video Tape 

fl OthRr ispnr.lfy) 

8. Record Series Sequence 

fl/'Alphabetlcal 

0 Numerical 

(LXChronologlcal 

0 Geographical 

fl Other fSDf tClM 

10. Annual Accumulation, 

J/T\\e Drawer(s) 

0 Microfilm Roel(s) 

Q Computer Taoefs) 
Number 

0 Other (specify) 

11 . File Is Used 

J/fjally D Weekly 0 Monthly 0 Annually 

12. File Becomes Inactive After 

/O D Monthfsl fl^Yearfs) 

Number 

13. Current Locations) (Bldg., Floor, Room) 

On, Campus, Washington Service Center, Rm. 101 and 2 n d Fl. 

14. (3 Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

D Yes §/NO 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

0 Yes g/C 

16. Audit Requirements 

Q None filiate iJ /Federal D Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

0 Yes fy/tio 

18. Recommended Retention 

Ten (10) Years 

19. Name and Title of Preparer 1 / / \l if 

Lois Whitaker j c " 

20. Telephone Number 

443-885-3966 

2 1 . Date ^ / ^ ^ ( A 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

* 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 3 OF 3 

1. Department/Agency 

Morgan State University 
2. Division 

Finance and Management 
3. Unit 

Procurement / Commodities 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title: Solicitations 5. Eadlest Year/Latest Year 

2000 to 2010 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

The purpose of this series is to have hard copies of offers of set dollar amounts from the University to venders for the authorized 

business that require notification to the public using the information service (eMaryland Market Place). The type documents of the 

series are: Solicitations, Quotes, Bids, Pricing, Change Orders, Request for Proposals, Award Notices and Not Award Notices. 
7. Record Series Format(s) List all 

Blotter Size 

(Kagal Size 

D Audio Tape 

Q Bound Book 

D Other (specify). 

0 Microfilm 

0 Computer Tape 

D Floppy Disk 

D Video Tape 

8. Record Series Sequence 

^/'Alphabetical 

Q Numerical 

fl/'Chronological 

D Geographical 

D Other (specify) 

rf/tfleDr 

lb 

; Drawees) 

0 Microfilm Reel(s) 

D Computer Tape(s) 

Q Other (specify) 

10. Annual Accumulation 

Drawer(s) 

D Microfilm Reel(s) 

D Computer Tape(s) 

D Other (specify) 

11 . File Is Used 

Oally Q Weekly Q Monthly D Annually 

12. File Becomes Inactive After 

/o 0 Month(s) B / ^ e a 

13. Current Location(s) (Bldg., Floor, Room) 

On, Campus, Washington Service Center, Rm. 101 and 2 n d Fl. 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

0 Yes & / N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

0 Yes &/f$o 

16. Audit Requirements 

0 None fl^tata / k f e Q Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

0 Yes i/Cs 

18. Recommended Retention 

Ten (10) Years 

19. Name and Title of P r e p a r e r _ ^ ^ / . / ? 

Lois Whitaker C?S^~ I 

20. Telephone Number 

443-885-3966 

DGS 550-4 (Rev. 1/93) 


